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DATA VERIFICATION 

STUDENT INFORMATION REPORTS 
 
From the Index, select Student Information.   
 
Expand Reports by clicking on the plus (+) sign. 
 

 

 
 

 
Select the Enrollment Status report. 
 
The Enrollment Status report returns a list of 
specific students who meet the selected 
enrollment criteria. 

 

 
 

 
The Enrollment Status report can be filtered by 
Grade Level, Ad Hoc Filter, Enrollment Date, 
School Year, Start Status and/or End Status. 
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DATA VERIFICATION 

STUDENT INFORMATION REPORTS 
 

The Enrollment Status report can be sorted 
Alphabetically, by Grade, or by Student 
Number (local student ID). 
 
The report has the option to display Start and 
End Dates. 
 

 

 
 

 
Choose the options to be displayed in the 
report. 
 
Click Generate Report. 
 

 

 
 

 
The report will open in a new window. 
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DATA VERIFICATION 

STUDENT INFORMATION REPORTS 
 
Select the Enrollment Summary report. 
 
The Student Enrollment Summary report 
shows student counts by School, Grade, 
Gender and Ethnicity. 

 

 
 

 
Select the School(s). 
 
Enter the Effective Date (e.g., the Fall, Spring 
or Test Window Count Date). 
 
Click Generate Report. 
 

 

 
 

 
The report will open in a new window. 
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DATA VERIFICATION 

AD HOC REPORTING   
 

Select a School Year and a School. 
 

 

 
 

 
From the Index, expand Ad Hoc Reporting 
by clicking on the plus (+) sign. 
 
Select Data Export option. 
 
 

 

 
 

 
Under Saved Query Wizard Filters, expand 
School Users. 
 

 

 
 

 
Select a saved query from the list. 
 
Select an export format. 
 
Optional: Check the Prompt to save file box 
to automatically have the option to save the 
export. 
 
 
*NOTE:  For more on export formats see 
Appendix A at the end of this document. 
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DATA VERIFICATION 
 

AD HOC REPORTING 
 
Click Export. 
 
The report will open in a new window, based 
on the export format you chose. 
 

 

 
 

 
The Quick Reference Guide AD HOC 
REPORTING provides more detailed 
instructions on how to create specific reports 
using this tool.  Click on the following link: 
Ad Hoc Reporting QRG 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.opi.mt.gov/pub/AIM/General%20Information/AIM%20Help/Ad%20Hoc%20Reporting%20QRG.pdf


AACCHHIIEEVVEEMMEENNTT  IINN  MMOONNTTAANNAA  
Quick Reference Guide 

 

Page 6 of 7                                                 3/2008 
 

DATA VERIFICATION 
 

 
 
 
 
 
 

APPENDIX A: REPORT FORMATS 
 

HTML LIST REPORT 
 

This option opens the report in a web-based 
browser. 

 
 

 

 
 

 
XML 

 
This option returns the data in Extensible 
Markup Language. 
 

 

 
 

 
COMMA SEPARATED VALUES (CSV) 

 
This option allows a user to open and save 
the report in an Excel spreadsheet, or save as 
a .csv file. 
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DATA VERIFICATION 
 

APPENDIX A: REPORT FORMATS 
 

TAB DELIMITED VALUES 
 

This option opens the report in a text editor 
with the data values separated by tabs. 
 

 

 
 

 
PDF REPORT 

  
This option opens the report in a .PDF report 
format.  The school user can choose to 
display field names only or both field and table 
names. 

 

 

 
 

 


